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1.0  INTRODUCTION 


The  Data  Management  Plan  prepared  for  the  RI/FS  -  1  investigation  provides  procedures, 
organization,  and  methods  that  comply  with  the  U.S.  Army  Toxic  and  Hazardous  Materials 

Agency  (USATHAMA)  Quality  Assurance  (QA)  Program  and  Installatia^  Remediation  Data 

/  / 

Management  System.  This  plan  sets  forth  specific  protocol  for  genei-a^on,  management, 

f  € 

distribution,  and  retention  of  data  and  documents  generated  di^ng^elSJ/FS  -  1 

/  J? 

jr  ^ 

investigation.  'Sf 

Subsequent  sections  of  the  Data  Management  Plaiyare^organized  as  follower 
-  Section  2.0  Data  Types 
Section  3.0  Sample  Control 
Section  4.0  Corrections  to  Documentation 
Section  5.0  Electronic  Data  Manage 


Section  6.0  Quality  Assurance  Ptogram  / 

\  V  £ 

Section  7.0  Document  Control  System  / 


\  > 
v 


1.1  PURPOSE 

The  purpose  of  the  ^Eki/ManagememTTairjs  to: 

-S 

Provide  a  consistent^ fMmework  for  generation  of  analytical  data  in  support  of  the  IR 
Program  conductedBy^uSA'niAMA  at  RMA 

Estah>ish^standa?dsprt!cticesi,,that  permit  HLA  and  USATHAMA  to  exchange  analytical 
results /n  a  manner  "eoifeistent  with  the  project  QA  Program 

/  !  I 

-  Establish,  protocol  for  Verifying  the  precision,  accuracy,  representativeness, 
comparability,  and  -Completeness  of  analytical  results  for  the  RI/FS  -  1  project 

1.2  OBJECTIVE  \/ 

The  objective  of  this  plan  is  to  describe  the  steps  that  will  be  used  to  control  the  flow 
of  data  from  sample  collection  through  analysis,  reduction,  validation,  and  reporting  in  the 
format  required  by  USATHAMA.  Technical  data  (field,  office,  and  laboratory)  will  be  tracked 
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and  validated  to  meet  the  Data  Quality  Objectives  (DQOs)  of  the  Work  Plan  and  the  RIFS- 1 
Quality  Assurance  Project  Plan  (QAPP).  The  data  collection  and  QA  procedures  used  to  assess 
the  technical  utility  of  analytical  data  are  described  in  this  report  and  QA  presented  in  more 


detail  in  the  QAPP  (HLA,  1989).  All  documents  generated  by  HLA  will  be  managed  using 

HLA’s  Document  Control  System  and  will  be  reviewed  by  qualified  personnel  for 

Jr  f 

completeness  and  accuracy. 


/  / 


L  W  £ 
\  / 
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2.0  DATA  TYPES 


This  section  describes  the  geotechnical  and  analytical  data  types  to  be  generated  during 
the  off  post  RI/FS-1  process. 

2.1  FIELD  DATA  /  / 


.Ijf  m 

Field  data  include  the  raw  data  generated  by  the  field  investigation  and  may  include 

I 

(but  are  not  limited  to)  the  following: 

-  Field  notebooks 

-  Field  investigation  reports 

-  Field  instrument  readings  and  calibratiogfref&rds^ 

-  Boring  logs/soil  sampling  forms 

-  Well  completion  reports 


Air  sampling  records 
Biota  sampling  records 
Ground- water  samplip^fornTX 
Soil  sampling  fornoi  /  § 

Surface-water  Ikpiptiqg  griffs 

Jr 

Waste  sampling.  formsV^JV^ 

ChainybfyCustody^for  r 

//  \\ 

W_ater»level  measurenfents 

"x\.  /  / 

Surface-water  flow.ra^s 

\V/ 

Aquifer  test^data  / 

N/ 

Meteorological  data 
Maps  and  photographs 
Sampling  labels 
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2.2  ANALYTICAL  DATA 

Analytical  data  include  results  of  chemical  or  physical  analyses  of  field  samples  and  the 
results  of  geotechnical  analyses.  Analytical  data  may  include  (but  are  not  limited  to)  the 
following: 

-  Air  sample  analytical  results 

-  Biota  sample  analytical  results 

-  Ground- water  sample  analytical  results 

-  Soil  sample  analytical  results 

-  Sediment  sample  analytical  results 

-  Surface-water  sample  analytical  results 

-  Waste  sample  analytical  results 
Physical  properties  test  results  fromjinalysis  of  soTk§am^es 
Maps  (e.g.  water  levels,  chemical  di^ril^itionT^^^ 

.  \  \  *  .f'  — 

Geologic  sections  y' 

Analysis/calculations  of^qurfer  test  resultk 

f  ****%.  \  \  \ 

Fate  and  transport  calculatiojBS 

.  .f  /  f 

Costing  scenario^  \  / 

Computer  modeling  %. 
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3.0  SAMPLE  CONTROL 


Sample  custody  procedures  will  be  followed  from  sample  collection,  transfer,  analysis,  and 
disposal.  This  section  describes  the  custody  procedures  for  samples  controlled  during  offpost 
RI/FS-1  activities.  Procedures  described  in  this  plan  comply  with  theJJSATHAMA  regulations 

for  IR  projects  and  other  applicable  EPA  sampling  guidelines.  Thjfpurpose  of  these  proce- 

*  Jr 

dures  is  to  ensure  that  sample  integrity  is  maintained  during  cc^fection,^  transport,  analysis, 

/  /  X  X. 

and  storage.  Sample  custody  is  divided  into  field  procedures^#!  laborafrjrj  pfcpcedures. 

•  "X-_ 


for  custody  of  samples  until  they  are  transferred  to 


3.1  FIELD  CUSTODY  PROCEDURES 

Samples  will  be  handled  by  as  few  people  a^pc^ible-/*^ich  sample  will  be  labeled  using 

■*5L  Jr  ^ 


waterproof  in*  and  .HI  be  seated  — ^  "  h-" 

the  sit^marfager  and  then  to  the 

%/ 

laboratory.  \ 

\  \  / 

The  HLA  Project  Manager  or  designated  representative  will  be  responsible  for  ensuring 

\  / 

that  custody  procedures  are  foliO^eclXLuring  field  Sampling. 

//~\  \  \> 

/  /  i  * 

3.1.1  Sample  Identification^  f 

A  critical  element  inXta^rfianhgement  is  the  consistent  recording  of  data  collected  in 
the  field.  HLA  usefa  com^atiba  oP-field  forms  and  field  notebooks  to  meet  this  goal. 


Copies  of  HLAyfield  forms y^contained  in  Appendix  A  of  this  document.  Sample  identi¬ 
fication  documents  will  be  carefully  prepared  to  maintain  identification  and  chain-of-custodv 

X  \  /  / 

records  to  contrcTsanipie  disposition.  Sample  identification  documents  that  will  be  utilized 

X  * 


/ 


luring  RI/FS- 1  activitiesvjtf  RMA  include: 

-  Field  logbooks  and/or  field  data  records  (FDRs) 

-  Sample  labels 
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Chain-of-custody  forms 
Analytical  lot  designation  forms 


The  method  of  identification  of  the  sample  will  depend  on  the  type  of  measurement  and 
analyses  performed.  In-situ  measurements  are  recorded  directly  in  log^yooks  or  FDRs. 

>-  'a? 

f.  * 

Information  provided  on  these  records  includes  the  project  code,  s^ftipfi  number,  station 
location,  date,  time,  sampler,  field  observations,  and  remarks.  jExamt^s^of  in-situ  measure- 


\  f  j 


ments  include  pH,  temperature,  conductivity,  flow  measureifiepfs,  continfc^usTjjr  monitoring, 

JS 

and  stack  gas  analysis.  / / 

Samples  to  be  subjected  to  analyses  other  that^iwiitu  measurements  are  identified  by  a 
sample  label.  These  samples  will  be  transported  Tip iiN^sOlp ling  location  to  a  laboratory 
or  other  location  for  analysis.  Each  portion  of  a  field'^hmp^^il^  be  preserved  in  accor¬ 
dance  with  USATHAMA  QA  procedureafaSa^the^sample  confopfer  will  be  identified  with  a 

\  " 

label.  \ 

\  _ 

During  all  phases  of  analyses,  sample  cuijod^will  be  maintained.  If  a  composite  or  grab 
sample  is  to  be  split,  aliquot JojrfSfis.  *fU  be  plahedjjn  individual  containers.  Labels  will 
contain  identical  information-:  ./ 

Z  \  /  / 

3.1.2  Field  Logbook^ 


^  \ 

Field  log^olfffivnrBb^sed  to  Ihaq^rd  data  collection  activities  performed  at  the  site. 

They  will  be  assigned  to  fieldlplrsonnel  and  will  remain  in  the  custody  of  field  personnel 

§  1 

during  samplms.actrvities.  Eacji  logbook  will  be  identified  by  a  project-specific  number. 

\  v  / 

At  the  beginninfc^jfeaeh  day,  the  date,  start  time,  weather,  field  personnel  present,  level 
of  personal  protective  equipment,  and  the  name  of  the  person  making  the  entry  will  be 
recorded.  The  names  of  visitors,  their  affiliations,  and  the  purpose  of  their  visit  will  also  be 
recorded.  All  information  pertinent  to  a  field  survey  and/or  sampling  event  will  be  recorded 
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in  the  field  logbook.  Entries  in  the  logbook  will  include,  but  will  not  be  limited  to,  the 
following: 

-  USATHAMA  project  for  which  sampling  is  being  conducted 

-  Unique,  sequential  field  sample  number 

-  Matrix  sampled  (e.g.,  ground  water,  soil) 

-  Sample  depth 

-  Sampling  date  and  time 

-  Specific  sampling  location  in  sufficient  detail  tojUovT resampling  atn^ejame  location 

-  Method  of  sampling 

-  Preservation  techniques,  including 

-  Analytes  of  interest 

-  Volume  of  water  removed  during,  well  developme 

% 

-  Observations  during  sampling  \ 

\  \  .3^ 

-  Results  of  field  measurements,  suclkas  depthrto  water,  temperature,  conductivity  and 


pH 


\ 


-  Signature  of  the  person^iJSffqrniing  the  sampling 

/  /  i  Jl.  V 

-  Date  of  shipment  number  jsf  shippirff "containers,  number  of  samples,  and  carrier 


In  addition  to  the  samplffiftg.  logbook,  each  sample  container  will  labeled  in  waterproof  ink 

with  the  followifig|1infSrnimtipm^ 

/  /  \  \ 

-  Installation  name  1  \ 

*  I  i 

x  /  / 

-  Sequential  field  sample  .number 

-  Sampling  datev  f 

-  Analysis  to  be  performed 


-  Preservative/filtration 
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The  information  included  on  the  HLA  standard  field  boring  logs,  field  sampling  data 
sheets,  daily  field  activity  reports,  or  chain-of-custody  records  will  not  necessarily  be 
repeated  in  the  sampling  logbook.  Logbooks  will  contain  information  for  which  there  are  no 


’9« 

jlF  -#■ 


standard  forms. 


3.1.3  Sample  Labels  jf 

Samples  will  be  identified  by  unique  sample  labels.  PrepjfntedL  saTnple  labels  will  be 

g  f  .  \  J  . 

provided  and  will  be  attached  to  each  sample  collected.  Label#  will  be  pp^jecte^from  water 


g  3- 

and  solvents  with  clear  label  protection  tape.  If  labels ^Se^ost,  voided,  or  damaged,  the 
sample  information  will  be  noted  in  the  appropriatafTield  logbook.  The  information  recorded 

J  €  /> 

on  each  label  will  include:  / 

-  Project  code 

-  Site  ID,  a  number  assigned  by  gfe  p  a 


\  " 

Analyses  requested  ^ 

Date  of  sample  collection  (Julian  datei  £ 


lordinator  W  designated  representative 


Time,  a  four-digit  nttimh^rndkating  th\2&hour  time  of  collection  (e.g.,  0945  is  9:45 
a.m.  and  1629  is  4«l9j0.m.)  jr  I, 


•  /  - 

Sampling  statiotu.de 


Sampler’s  si: 


the  project  coordinator 


jr  _ %, 

-  Rema^,^cludin|^et^nen1Ni|rfformation  such  as  preservative  used 

-  Laboratory  sample  number  (to  be  completed  by  the  receiving  laboratory) 

\\  J  / 

Custody  seaH^videg^  ^Pe)  will  be  used  to  preserve  the  integrity  of  the  samples  from 
the  time  they  are  collectWuntil  they  are  opened  in  the  laboratory.  The  seals  will  carry  the 
date  and  time  of  sealing  and  the  sampler’s  initials.  The  seal  will  be  attached  in  such  a  way 
that  it  will  break  when  the  sample  container  is  opened.  Two  seals  will  be  placed  on  each 
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shipping  container  (cooler),  one  at  the  front  and  one  at  the  back.  Clear  tape  will  be  placed 
over  the  seals  to  ensure  that  seals  are  not  accidentally  broken  during  shipment. 


3.1.4  Chain-of-Custodv  Records 

To  establish  the  documentation  necessary  to  trace  sample  possession  from  the  time  of 


sample  collection  through  individual  sample  analysis  to  storage  aftffapalyses,  a  chain-of- 
custody  record  will  be  completed  for  and  will  accompany  ever^W>^md  every  shipment  of 
samples.  HLA  will  be  responsible  for  completion  of  chain-custody  r§^d<Ksee  Appendix  A) 
throughout  the  sampling  program  until  the  samples  havfbeen  shipped  or  delivered  to  the 
laboratory.  The  sampling  portion  of  the  chain-oi 


y  record  will,  at  a  minimum,  contain: 

-  Chain-of -custody  number 

-  Name  of  sampling  team  members 

-  Sample  tag  number 

-  Signature  of  sampler  or  bottle  preparer  / 

\  \  f 

\  V  / 

-  Date  and  time  of  sample^ collection  \  / 

-  Sample  depth  f  ^  \ 

-  Media  type  J?  £ 

-  Signatures  of  persbos  ftfVoi^ed  in  the  chain  of  possession 

-  Inclusive, 


-  Preservation 

-  Laboratory  designat  ed?  j 

-  Analysista^e^pecformed 

-  Name  of  personHebeiving  the  samples 

-  Laboratory  sample  number 

-  Date  and  time  of  sample  receipt  by  the  laboratory 
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-  Analyses  requested 

-  Sample  condition  (recorded  in  "Remarks*) 


3.1.5  Transfer  of  Custody  and  Shipment 

AH  samples  will  be  accompanied  by  a  chain-of-custody  record./W&en  transferring  the 

jj?  JF 

possession  of  samples,  the  individuals  relinquishing  and  receiving^he^samples  will  sign,  date, 
and  note  the  time  on  the  chain-of-custody  record.  This  record  ^^in^ntk§ample  custody 


transfer  from  the  sampler,  often  through  another  person^o  the  analyst  at 

Samples  will  be  appropriately  packaged  for  sW^ieat  to  the  laboratory,  with  a.  separate 
custody  record  accompanying  each  shipment.  Shippi^^copfe^iers  will  be  sealed  for  shipment 
to  the  laboratory.  The  method  of  shipment  and  otnb^pert^^t  information  will  be  entered  in 

the  chain-of-custody  record  prior  to  sealing  the  record  inHtie  cooler. 

%/ 

When  samples  are  split  with  anothd^pw^a^sepaw^chain-of-custody  form  will  be 
prepared  for  those  samples  and  marked  to  radical/ wiuTwfibm  the  samples  are  being  split. 

V/ 

The  person  relinquishing  the  samgTS^to  the  facility  or  agency  should  request  the  signature  ot 

//~\  \  \  % 

a  representative  of  the  appropriate  pJu-tfc_acknowied£ing  receipt  of  the  samples.  If  a 

/  f 


representative  is  unavailabl^or  r efusds~TO~?ign  _ffi is  will  be  noted  in  the  "received  by"  space. 

\  "V  / 

When  appropriate,  as  in  the  case  Where  the  representative  is  unavailable,  the  Receipt  for 
Sample  Form  shSukfcon&ki  a^atemearthat  the  samples  were  delivered  to  the  designated 

location  at  the^designated  time.  \ 

|  I 

\\  I} 

3.2  LABORATORY  GUSTt?0Y  PROCEDURES 

The  laboratory  w^ft^d^gnate  a  sample  custodian  to  accept  custody  of  the  shipped 
samples.  The  custodian  will  verify  that  the  information  on  the  sample  label  matches  that  on 
the  chain-of-custody  record.  A  checkmark  and  the  individual’s  initials  and  date  are  then 
placed  in  the  sample  tag  verification  column  on  the  chain-of-custody  form.  Pertinent 
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information  relating  to  shipment,  pickup,  and  courier  will  also  be  verified  on  the  chain-of- 
custody  records.  A  checkmark  and  the  person’s  initials  and  date  are  then  placed  in  the 
sample  label  verification  column  on  the  chain-of-custody  form. 

Samples  will  be  logged  in  a  bound  logbook,  preferably  one  that  is  installation-specific. 

Logging  the  samples  into  a  laboratory- wide  sample  tracking  system  (jnatfbal  or  computerized) 

//  .  .  . 

does  not  supplant  the  need  for  a  written  project-specific  log.  SaihpWnnforrnation  provided  in 


JF 

# 


the  logbook  must  include: 

-  Field  sample  number 

-  Date  of  arrival  at  the  laboratory 


i 


x 


X 


'a. 


> 


-  Observations  regarding  the  conditions  un^er^hicjyX  samples  arrived,  e.g.  broken 
containers,  leakage,  lack  of  temperatureT^tX/  / 

-  Analysis  requested 

-  USATHAMA  sample  identificafferTlStrmlKi^in  additi&Q/fo  any  internal  laboratory 
sample  numbers)  associated  wit&eadWaejd^ 

\  V  ^ 

Prior  to  the  analysis,  samples  are  grouped  inttf  analytical  lots,  ordered  and  assigned  an 
analysis  identification  number)  TffeJaBoratory  custojiian  then  ensures  that  all  samples  are 

/  /  1  i  V 

transferred  to  the  appropriate  anal^oTs^^w^the  appropriate  secure  area. 

Laboratory  personnehare  >#spdnsible  for  the  care  and  custody  of  samples  from  the  time 

they  are  received^niftil  theXunpXs  exhausted  or  returned  to  RMA  storage.  AH  data  sheets 

'  X  > 


and  laboratory  records  will  bq  retained  as  part  of  the  analysis  documentation. 


f  I 


EachXboratpry  must  foHo^  its  established  system  for  tracking  samples  through  the 


laboratory  and  identif^yHig^e.'Supporting  documents  as  required  by  USATHAMA  guidelines. 

*  / 

When  sample  analyserand  necessary  QA  checks  have  been  completed  in  the  laboratory, 
the  unused  portion  of  the  sample  secured  as  evidence  must  be  returned  to  RMA  for  storage 
and  disposal.  All  identifying  tags,  data  sheets,  and  laboratory  records  will  be  retained  as  part 
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of  the  project  documentation  until  the  data  or  documentation  is  purged  by  HLA  or  until  the 
project  manager  authorizes  its  disposal. 


20000,710.10  -  DMP 
03-17-89 


12 


4.0  CORRECTIONS  TO  DOCUMENTATION 


Original  data  recorded  in  field  logbooks,  chain-of -custody  records,  and  other  forms  will 
be  written  in  waterproof  ink.  None  of  these  documents  will  be  altered,  destroyed,  or 
discarded  even  if  they  are  illegible  or  contain  inaccuracies  that  require^ replacement 
document 


If  an  error  is  made  on  a  document  assigned  to  an  individual,  thafHudividual  will  make 
the  correction  by  drawing  a  single  line  through  the  error,  eiregrifig  the  cosrect^information, 


■%r_ 

,tion  will  not  be  oBliferated.  Any 


and  initialing  and  dating  the  change.  The  erroneous  ii 

additional  errors  discovered  on  a  document  will  be  cprjected,  initialed,  and  dated  by  the 

£  / 

person  who  made  the  entry. 
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5.0  ELECTRONIC  DATA  MANAGEMENT 


The  HLA  team  will  use  USATHAMA’s  Installation  Restoration  Data  Management  System 
(IRDMS)  to  ensure  that  data  quality  objectives  are  achieved.  This  approach  coupled  with  the 
project  QA  program  review  procedures  will  ensure  that  all  data  meet  acceptance  criteria  and 

JS?  J? 

•  .=3** 

can  be  merged  into  the  final  data  file,  ./  / 


A  computer-based  data  tracking  system  has  been  developed  hj^th^lJLA  team  to  track 


data  from  the  field  through  the  laboratory  to  the  RMA 


This^ta^ckihg  system  will 


allow  team  members  to  monitor  the  status  of  specific  dafi  at  any  time 

'  / 


The  HLA  team  has,  from  past  experience,  estah^fied  a  strong  working  relationship  with 


/  C 


the  Technology  Division  and  Analytical  Branch  d^JSA^rf^tA.  This  working  relationship 
allows  for  early  identification  of  problems  that  require^cor^^^ive^action  and  rapid  resolution 
of  such  problems.  The  Program  Data  o Vepdll  responsibility  for  the  data 

by  systematically  updating  and  reviewing”  da til1  rn  j"_^a  IRDMS.  Team  members  will 

also  be  trained  in  the  use  of  the  IRDMS  and  Vill  wbrk  with  the  Program  Data  Coordinator  to 

\  \ 

document  the  completeness  data.  \  \ 


5.1  PRQCEPVfrSS  v  y  / 

The  HLA  Data  Management  System  (DMS)  will  encode  maps  and  geotechnical  and 


analytical  data./E; 

/ / 

meet  IRDMS  requirements. 

^  \ 


wilThaye“  specific  coding  forms  using  formats  designed  to 


v  f  / 

Survey  coordinates  and  elevations  required  to  determine  accurate  sampling  points  will  be 

*  s/Z 


measured  by  surveyors^and  will  be  entered  into  the  map  data  base  by  PMO-RMA.  PMO-RMA 
will  then  provide  validated  map  location  data  that  can  be  transferred  to  coding  forms  for 
entry  to  the  DMS.  Map  records  will  be  entered  weekly  or  as  needed. 
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Analytical  data  will  be  coded  by  the  laboratories  onto  forms  that  are  compatible  with  the 
IRDMS  format.  Sample  ID  numbers  will  be  determined  by  the  laboratory  and  will  include: 

-  Unique  site  ID  (assigned  by  the  sampling  team) 

-  USATHAMA  sample  ID  number  (specified  in  Section  9.3.2  of  the  USATHAMA  1985  QA 

Plan,  revised  March  1987)  ^ 

// 

Subsamples  of  individual  analytical  fractions  will  receive  umqu^USATHAMA  sample  lot 
ID  numbers  but  will  retain  the  site  ID  assigned  in  the  field,  will  provide  HLA 

%f  \X 

with  individual  lot  designations  or  analysis  request  forms^These  forms  wuk^e  rayiewed  by 
HLA  to  assure  that  sample  analyses  requested  are  consistent  with  the  project  sampling  plan 
and  project  QA  plan.  The  laboratories  (Enseco-C^J0ataChem,  MetaTrace,  and  MRI)  will  enter 
all  analytical  and  QC  data  into  their  IRDMS  computer  sustain  using  software  provided  by 
USATHAMA.  These  data  will  be  transmitted  to  the 

to  the  IRDMS.  Analytical  data  will  be  kvailaWelo^0»M4|Tny  within  55  days  of  sample 
collection.  \  v/ /***'“' 

^  \< 

5.2  DATA  CODING  /  \\ 

Coding  requirements?forthe  ysAtHAMAJJlDMS  are  described  in  detail  in  the  IRDMS 
User’s  Guide.  Data  to  be^teW^iirto  the  RMA  data  base  will  be  coded  to  meet  the  field  and 


for  verification  and  transmission 


record  formats  of 
entries  will  be^Socumented 


pragraihy  Rejection  of  incorrectly  coded  or  formatted  data 
e  HL Program  Data  Coordinator,  and  corrective  action 


required  wfl)  bV^communicatel  tj  the  laboratory  or  HLA  data  management  personnel. 


The  most  recent ’"cqding  guidelines  available  from  USATHAMA  for  entry  of  data  are  from 
the  July  1988  version  ofs(he  IRDMS  User’s  Guide.  Some  standard  file  types  include: 

-  GMA  -  map  records 

-  GWC  well  construction  -  prepared  for  newly  installed  ground-water  well 

-  GGS  ground  water  stabilized  -  prepared  following  sampling  of  a  well 
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-  GFD  field  drilling  -  prepared  for  soil  boring  and  well  construction 

-  Sediment 

-  CSO  -  soil 


CGW  -  ground  water 
CSW  -  surface  water 
Biota 
Air 


5.3  DATA  FLOW 

The  flow  of  data  from  the  field  through  theJfL^  DMJNnto  the  laboratories  and  finally 

\S7y 

to  the  RMA  PM  data  bases  will  be  conducted  in  the^qlldwjjig  sequence: 

-  Reid  samples  are  logged  onto  a  chain-of-custody rarnV 

-  Chain-of-custody  information,  mcl udfcagjana3^3e«^cg!q ues ted,  is  entere 
sample  tracking  system  and  compOTed  with^he-cyygi^l  sampling  plan 

\  V / 

iry,  an<r lot 


quested,  is  entered  into  the  HLA 
®Jl  sampling  plan 

lot  designations  or  analysis  request  forms 


-  Samples  are  received  by  the  laborator 
are  assigned  to  each  sampl?*X 

//rC\  \  > 

-  Lot  designations  arr  received! by  HLA  in  M-days,  or  the  laboratory  is  notified  that  lot 
designations  have^nqr^ been/eceivec 

-  Lot  designations  ^&.cnbeli 
completeness 


Iced  against  the  chain-of-custody  form  for  accuracy  and 


-  Labora^ry*4maIyfleal  o^ta  are^oded  into  the  IRDMS  transfer  files 

-  Data  ace  ' evaluated  to\nkire  that  the  data  were  collected  under  controlled  conditions 

<  x  i  j 

i  f 

-  Samplfev  thst  do  not  jrieqt  QA  requirements  are  re-analyzed  if  holding  times  have  not 
expired,  <5*.re  jected^ data  are  grouped  and  qualified  for  later  transmission  to  HLA 

\v/ 

-  Data  that  pass  QA/requirements  are  record  checked  and  group  checked  using  the 
IRDMS  until  all  detected  errors  have  been  corrected 


-  Data,  including  accepted  and  qualified  rejected  data,  are  transferred  to  HLA  via  a 
floppy  disk 
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HLA  informs  the  laboratory  of  any  data  that  have  been  transmitted  to  HLA  within  the 
35-day  or  project-specified  reporting  time 

Data  received  by  HLA  are  checked  for  completeness  and  accuracy  using  the  IRDMS 
until  all  errors  have  been  corrected 

Transmission  of  data  to  DP  Associates  is  performed  within  55  days 
Data  are  entered  by  DP  Associates  to  a  temporary  QA  file 

/  / 

Data  are  rerun  through  IRDMS  record  checks  and  group  gfiecks  by  DP  Associates,  and 
problems  are  corrected 


HLA  reviews  control  chart  data  and  recommends 
unusable-qualified  status 

HLA  delivers  control  charts  and  recommends 
and  comment  f  f 

HLA  and  DP  Associates  are  notified  of  dkta  us^bilit^tatus 

Usable  data  are  stored  in  the  RMA  data  base 


be  elevqtetNo  usable-  or 

"V.  "V. 


nto  the  PMO-RMA  for  final  review 


-  Unusable  data  are  stored  and  qt 


a  separate  reference  data  base 

y 


\\  j 

The  sequence  of  data  flow  steps  is  shoyn  in  ^FigBre  rr~ 

Usable  data  become  "read  onlyMjles  and\annot  be  changed  by  the  HLA  team. 

USATHAMA  will  be  responsfbJS  forcoaverting  preliminary  data  to  usable  files.  Occasionally, 

i  i  •' 


records  need  to  be  changed 


new  information  or  corrective  actions. 


Changing  usable  data  requireJfca^forumi  written  request  from  the  HLA  Program  Data  Coor¬ 
dinator  to  the  USATHAMA.  Dh|a  Cbordihator.  Upon  approval,  changes  may  be  made  to  the 

/  /  N 

IRDMS  by  USATHAMA.  \  \ 

■C,  I  ? 

Usable  *tead  only"  data  wil/be  utilized  by  the  team  for  statistical  manipulations, 

plotting,  modeling^iui  Sfesfgjrand  for  interim  or  final  reports.  The  data  will  be  retrieved 

\/ 

from  the  IRDMS  network  via  a  2400- Baud  modem,  and  output  will  be  distributed  for  use  by 
team  members  using  IRDMS  programs. 
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Prepared  for: 

U.S.  Army  Program  Manager’s  Office 
For  Rocky  Mountain  Arsenal 
Aberdeen  Proving  around,  Maryland 


5.4  DATA  TRACKING 


HLA’s  computerized  sample  and  data  tracking  system  will  be  utilized  to  monitor  sample 
data  from  the  of  sampling,  through  analysis,  and  through  the  steps  of  data  acceptance 
until  entry  into  the  RMA  database.  The  program  is  menu-driven  and  integrated  with  the 
IRDMS  coding  requirements.  With  this  system,  biweekly  status  repojpts  for  samples  and  data 
will  be  generated.  The  use  of  this  tracking  system  will  ensure  thaf a|fanalyses  and  samples 


requested  for  analysis  are  performed  and  that  the  data  pass  es&bl&hiC miteftones  in  a  timely 


manner. 


/> 


Contractual  milestones  for  data  submission  to  U^^]^AMA  that  can  be  tracked  by  the 

7/ 

system  include:  g  €.  /' 

-  Data  sent  to  DP  Associates  within  55  days^fcjams^  collection 


-  Notification  of  the  Contracting  Officer  within  5 
status 


levation  of  data  to  usable 

daj&  status 


-  Timely  submission  of  the  biweei 

\  N.  /  I 

\  V  / 

The  system  has  the  capabUitif'T0'4rack  other  contract  deliverables  such  as  the  delivery 

SjT\\  \\ 

of  lot  designation  to  HLA  Within  14  days  of  sampling  and  the  delivery  of  transfer  files  within 
35  days  of  sampling, 

5.5  HARDWARE 


The 


ESOURCES 

during  the  Offpost  RI/FS-1  activities  will  be  stored  on  an  Advanced 


Logic  Research*  {ALR)  IBM-compatible  PC.  The  data  will  be  entered  in  a  dBase  Ill/dBase  IV 

\  /  j 

format  and  will  Bet  tracked  .using  the  USATHAMA  IRDMS  and  HLA’s  sample  and  data  tracking 

\  w  / 

system.  Data  output  devices  accessible  to  the  ALR  workstation  include  an  Apple  LazerWriter 
printer,  a  dot  matrix  printer,  a  high-speed  CalComp  1043  plotter,  and  a  2400  Baud  modem. 

Other  hardware  resources  include  a  local  area  network  of  three  SUN  Microsystems 
workstations  and  IBM  or  IBM-compatible  PC  workstations  and  portables.  A  variety  of 
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software  for  data  base  management  (dBaselll,  dBase  IV,  INGRES),  spreadsheets  (LOTUS, 


SYMPHONY),  CAD  and  graphics  packages  (AUTOCAD  Release  10,  GRAPHER,  and  SURFER), 
and  a  statistical  analysis  package  (SPSS)  will  also  be  used  as  needed  for  data  manipulation  and 
analysis. 
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6.0  QA/QC  PROGRAM 


The  QA/QC  program  for  the  RI/FS- 1  investigation  will  monitor  project  technical  and 
analytical  procedures  to  ensure  that  data  collected  are  accurate,  precise,  representative, 
complete,  and  comparable.  The  QA/QC  Program  will  conform  to  the  J985  USATHAMA  QA 
Program  Plan  -  2nd  Edition  (Revised,  March  1987).  The  HLA  QA^todrdinator  will  enforce  full 

°  #  Jr" 

M  j$r 

compliance  with  USATHAMA's  QA  policies.  * 

The  objectives  of  the  QA/QC  Program  are  to:  €,/ 


A* 

-  Ensure  that  technically  defensible  and  consistepfpeld  procedures  are^ntfed  for  sample 

collection  /  ■* 

-  Document  that  appropriate  procedures  ar^yjed  UMwllect,  preserve,  and  handle 

samples  / 

-  Collect  samples  such  that  data  accuracy,  prec»§n^*e^resentativeness,  completeness, 
and  comparability  may  be  assessed 

-  Perform  chemical  analyses  of  &  sar^lesaSioaling  to  documented  and  certified 

procedures  \  \  /  7 

\  \  / 

-  Ensure  that  accuracy  and  precision  &ttainedr during  the  USATHAMA  analytical 
certification  program  ar«*maintained  UprSjg  the  project 

jf  \  \  \ 

-  Ensure  the  validity^bk'proceduies  and  systems  used  to  achieve  project  goals 


// 


-  Perform  and  document  coTracttve^aciio^  that  are  approved  and  properly  documented 

\N/  / 

-  Quickly  determine  deficiencies  affecting  data  quality 


-  Ensure^af»docrmaenmtiorfNs  verified  and  complete 

//  \\  V 

Successfuhcompletion  ol  siich  a  QA  program  is  dependent  on  both  the  program  organiza- 

^  1  / 


tion  and  the  melhods^used  40  control  data  quality.  The  QA  function  for  the  project  is 

\  / 

independent  of  technical^pfogram  management.  QA  managers  will  report  directly  to  the 
Program  Manager.  The  Field  QC  Coordinator,  Laboratory  Auditor,  and  Laboratory  QA 
Managers  will  report  to  the  QA  Coordinator. 
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The  responsibilities  and  authority  of  the  QA  Coordinator  include  implementation  of  the 

QA  Program  Plan  and  ensuring  that  field  and  laboratory  chain-of-custody  and  documentation 

procedures  are  enforced.  In  addition,  the  QA  Coordinator  will; 

-  Prepare  and  submit  weekly  reports  of  sampling  and  laboratory  problems,  control 
charts,  and  corrective  actions  to  the  Program  Manager  and  USATHAMA 


Ensure  that  review  responsibilities  are  established  for  all  wof kilograms  and  that 
required  reviews  are  conducted  jf '  -C 


-  Ensure  that  security  procedures  are  implemented  for data,  and 
project  documents 

-  Ensure  that  laboratory  QC  problems  are  reporte# ttf-the  responsible  Grbap  Leader  and 
that  the  problems  are  resolved  quickly  // 


Reject  any  laboratory  or  field  data  that  djrhqf  com*Hv  with  program  QC  criteria  or 
procedures  / 

Perform  announced  and  unannounced  audits  of^labofa^ory  and  field  operations  to 
assess  implementation  of  the  QC  procedures 


6.1  PATA  vaupaUW  \  \  / 

\  \  /  / 

Validation  of  analytical  data  that  ultimatelyreach  usable  status  is  the  responsibility  of 
the  QA  Coordinator  with  the  suppwt  o^the  ProgtamtData  Coordinator  and  PMO-RMA.  Data 

/  /  X  |  V 

validation  will  be  performed xfy  a  revlewlffithaoceptance  procedure  at  each  level  of  data 

*  ___  jr 


acquisition.  The  procedurfr4^desl|»ed  to  ensure  that  all  forms,  logbooks,  notebooks,  and 
documents  prepareiHJ7lH5%team^e^eyiewed  and  approved  by  the  person  preparing  the 


r  jr  %  \  f 

document  as  welLas  a  senior  t^al^  member. 

Codihg^forms  or  data  transmitted  from  the  laboratories  must  be  reviewed  for  compiete- 

\  /  / 

ness  and  accuracyHby  "the  Laboratory  QA  Manager  or  designated  representative  prior  to  data 
submittal  to  the  HLA  PfograTm  Data  Coordinator  or  HLA  DMS.  Geotechnical  coding  forms  will 
be  reviewed  by  a  senior  geologist  and  Field  QA  Coordinator  for  uniformity,  completeness,  and 
accuracy  prior  to  submittal  for  data  entry.  All  data  related  to  USATHAMA  coding  will  be 
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maintained  in  locking  file  cabinets,  and  the  computerized  files  will  be  protected  by  encryption 
and  password  access. 

Transcription  errors  will  be  minimized  by  checking  the  printed  output  of  data  files 
against  the  coding  forms.  Data  and  initials  of  the  individual  performing  the  check  are  part  of 
the  permanent  file.  As  part  of  the  audit  process,  the  QA  Coordinatorwjtl  review  laboratory 

jf  / . . 

and  field  data  for  errors  in  transcription,  scientific  validity,  and  traceability  for  litigation 
purposes.  Should  the  validation  process  result  in  errors,  the  M/iS->^s^Manager  will  be 

%f  \  \ 

notified  to  take  corrective  action.  If  the  corrective  actiooJncfudes  deleting^  clanging 

/  7  Xr 

usable  data,  USATHAMA  will  be  informed  via  a  wrmreyfransmittal  that  indicates  the  problem, 

the  corrective  action,  and  the  request  for  change  iff  ushble  /fata. 

T 


6.2  APPROACH  TO  DATA  VALIDATION 
Validation  of  field  measurement  da£a 

that  data  produced  are  of  known  and  documente 

\  \  /  f 

Laboratory  data  validation  will  be  performed'consifttent  with  the  USATHAMA  Guidelines  and 


«I1  be  performed  to  ensure 


consistent  with  project  DQOs. 


other  appropriate  guidelines.  ,,  ,  ,,  , 

//  |  i 

Field  data  validation/wilf  be  perforr 

./  ' 


\  \ 
V 


p^ormgtf^Nthe  basis  of  field  QC  criteria  established  in 
the  QA/QC  Plan.  Field  ^C^saraplesrfuch  as  replicates,  rinsates,  field  blanks,  and  trip  blanks 


will  be  used  to  perform  s  analytical  results. 

r  ^  .  v  X 


6.2.1  Field -Measurement  Dat^  Validation 

X  "’X,  |  | 

Validation.  ofMata  obtained^ from  field  measurements  will  be  performed  by  the  HLA  QA 

W//  ...  . 

Manager  or  designated  representative.  Validation  of  field  data  will  be  performed  by  checking 

‘S.  Jf 

procedures  utilized  in  the  field  and  comparing  the  data  to  previous  measurements.  Validation 
tasks  will  include: 

-  Sampling  and  field  analytical  methodology  (e.g.,  pH,  conductivity,  temperature) 
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-  Sample  preservation 

-  Instrument  selection  and  use 

-  Calibration  and  standardization 


Preventative  and  remedial  maintenance  of  field  equipment 

Replicate  sampling  and  analysis  (field  parameters)  in  the  fie 

£ 

Blind,  spiked  (if  appropriate),  and  rinse  samples  / 


Trip  and  field  blanks 


The  laboratory  will  perform  analytical  data  rec$ac$*on  and  validation  under  the  direction 
of  the  laboratory  QA  Officer.  The  laboratory  be  responsible  for  assessing 

data  quality  and  advising  appropriate  Section  SupervisofSt^^^^^TA’s  QA  Manager  of  data  that 
are  rated  "preliminary*  or  "unacceptable^&i^otfaefLjjomtioPS  thawyfould  caution  the  data  user 


of  possible  unreliability.  Data  reduction,  ^iid^tiojf  andL^epphing  by  the  laboratory  will  be 


conducted  as  follows: 


\V 


_  Raw  data  produced  by  the“aqafyst  will  submitted  to  the  respective  Section 
Supervisor  f  ^  J  j_  Sf 

-  The  Section  Sup&v&Qr  wjfl  rdvlfcw-tiuui&ta  for  attainment  of  QC  criteria  as  outlined 
in  the  establisheaHSATHAfvfA  methods. 

-  Upon  accetrlSnce^fsdi^a^^ata.  by  the  Section  Supervisor,  a  computerized  report 
will  be^enerffea*"and'Vill  Be^suismitted  to  the  laboratory  QA  Officer 


-  The*  laboratory  QA  Officer  will  complete  a  thorough  audit  of  all  reports  for 

consistency  /  | 

\  /  / 

-  The  labomtpry,’QAy6£ficer  and  Section  Supervisor  will  determine  whether  sample  re¬ 
analysis  is  required  / 

X/ 

-  Upon  acceptance  of  the  preliminary  reports  by  the  QA  Officer,  transfer  files  will  be 
generated  and  forwarded  to  HLA 
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The  laboratory  QA  Manager  will  conduct  an  evaluation  of  data  reduction  and  reporting  by 
the  laboratory.  These  evaluations  will  consider  the  transfer  or  coding  files,  calculation  sheets, 
document  control  forms,  blank  data,  duplicate  data,  and  recovery  data  for  QA  samples.  The 
material  will  be  checked  for  legibility,  completeness,  correctness,  and  the  presence  of 

necessary  dates,  initials,  and  signatures.  Assessment  of  analytical  daty^^HLA  will  also 

/  * 


include  checks  for  data  consistency  by  assessing  comparability  of  duplicate  analyses,  com- 


parability  to  previous  data  from  the  same  sampling  location  (ifravjnlahle),  adherence  to 

'\K 

accuracy  and  precision  criteria,  transmittal  errors,  and  anomalous  high  or  lb’W^parameter 

irted  to  HLA’s  Project  Manager 


otKIhe  ultimate  acceptability  of  the 


values.  The  results  of  these  checks  will  be  assessed 
and  PMO-RMA,  noting  any  discrepancies  and  thej 
data. 

The  following  is  a  brief  description  ofvalidation  ste^fe^b^ill  be  used  by  HLA’s  Data 
Manager  or  designated  representative  to 


_  date  the  laboratory  data.  Consis- 

tent  with  USATHAMA  functional  guidelinekfoK#t%^lia5lion,  these  checks  will  be  performed 
on  100  percent  of  all  samples  an^yse^and  the^resufts  will  be  summarized  in  a  report  to  the 

/>n\  \\ 

project  QA  Coordinator.  Validation  steps  are  as  foijows: 


-  Compile  a  list 

-  Compile  a  list 


il gf  and  sample  lots  received 
sahaples,  including 


V/ 

duplicates 

V 

0  Performance  QC  samples 
Review  chain-of-custody  records 
Prepare  a  data  summary  that  includes: 
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0  Results 


0  Sample  media  identification 
0  Sample  location  and  descriptions 
°  Appropriate  concentration  units 
°  Appropriate  significant  figures 

This  data  summary  will  be  reviewed  for  potential  data 

-  Unexpected  results 

-  Common  laboratory  contaminants 


,~r  2? 

// 


g  / 
& 


/  / 

-  Unusual  spatial  concentration/identification^r^tionships 

-  Unexpected  compound  or  parameter  re 
Sample  in  which  dilution  was  necessary 


,  including: 


A  sample  summary  will  be  prepared^to^eS^l^eisign,  accuracy,  representativeness, 

completeness,  and  comparability  of  the  analytiCal/lataf*"**"^ 

\  V  / 

Despite  all  efforts  to  achiea*e,"the%objectives  dC  the  project,  the  potential  for  error  exists 


/  * 


in  laboratory  chemical  analysesrand  m  \  e  data  reporting  process.  Every  reasonable  effort 
will  be  made  to  compaofan4  douWe^cheek^dataffeported  from  the  laboratory,  data  entered 
into  the  DMSs,  and  data  subsequently  reported  in  accordance  with  the  USATHAMA  QA 
Program  Plan. 


V  V 
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7.0  DOCUMENT  CONTROL  SYSTEM 


The  document  control  system  applies  to  the  incoming,  outgoing,  and  internal  project 
technical  documents  identified  on  the  Project  Document  Types  List.  The  documents  are 
processed  by  the  document  control  function,  which  includes  receiving/sending,  reproducing. 


distributing,  indexing,  filing,  retrieving  documents  for  project  refeqnic^C  retaining  documents 

•y  ^ 

£  C 


for  HLA,  and  relinquishing  documents  to  the  client  as  contractujfllY  required.  The  mail / 

//\\ 

reproduction  function  supports  the  document  control  system ’^^Teceiving^prddpcing,  and 
mailing/delivering  documents  as  appropriate. 

7.1  DEFINITIONS 

Corporate  Record  Copy  is  the  copy  of  the  project  3Scjrihent  that  is  forwarded  to  the 

\\ 

Novato  Records  Center  according  to  HLA  corporate  procedures^jard  copy  or  long-term 
storage  medium  such  as  microfilm). 


Document  Control  File  Number  is  a  umqiie4#s%ient5l“document  control  number  assigned 

\ ;  / 

to  every  document  received  or  iss-aetKby  the  project 

/  \  \  \ 

Document  Control  Sysmim.&  a  system  goveraHyfr the  administrative  processing  and 
control  of  project  docuraentik^Pi^s^  receiving/issuing,  distributing,  filing 

centrally,  indexing,  retrieving^copiiei^om  the  working  file,  and  retaining  a  master  file  copy. 

Master  FilefcCqpy'lS'thfc  cbjnpl&ted  Original  or  best  copy  of  a  project  technical  document 

//  ,  , 

that  is  processed  "into  the  document  control  system  and  retained  in  the  Project  Master  File. 


f  f 
%  * 


Project  Mastef^JFile  is  the  centrally  controlled  secure  collection  of  a  project’s  technical 

// 


documents  and  attachments.  -The  documents  in  each  project  master  file  are  filed  in  order  of 

x  / 

their  sequentially  assigned  document  control  file  number.  Documents  in  the  project  master 
file  may  be  organized  into  separate  file  collections  such  as  general,  correspondence,  field 
documents,  and  library/reference  documents.  The  project  master  file  is  accessible  to 


20000,710.10  -  DMP 
03-21-89 


26 


authorized  employees  only  and  is  not  used  for  day-to-day  reference  by  project  personnel.  The 
project  master  file  is  retained  to  meet  HLA’s  long-term  retention  requirements.  It  may  be 
converted  to  a  medium  more  suitable  for  long-term  retention  such  as  microfilm. 


Project  Technical  Documents  include  the  following: 

-  Correspondence  related  to  the  project,  such  as  transmittals,  jfyrs,  interoffice 

memoranda,  telephone  confirmations,  meeting  minutes,  te^co^ies,  scope  changes,  and 
job  setup  sheets  jf 

y  ~  „ 

Field  documents  such  as  chain-of-custody  records,  J^l^Tns^cfiOin  reports,  chemical 
data  sheets,  well  sheets,  and  boring  logs 

Reports  such  as  HLA  reports  (bound  or  letterJSr^iat),  EPA  guidanclMocuments,  and 
other  technical  references  / / 

Other  types  of  documents  identified  by  dfejiro  j ect>jnanager  as  listed  on  the 
Document  Types  List  *  ^  / 


Working  Copy  is  a  copy  of  the  project  document  thafehas  feeen  processed  in  the 

%/ 

file.  The  working  copy  is  used  by 


document  control  system  and  is  designated  for  the 

\ 

individuals  on  the  project  to  perform  their  immetfaatjr  tasKsr 

\  "  / 

Working  File  contains  the  werianjg  copies^as  seeded  by  project  personnel  on  a  routine 


£  %  \  t  \ 

basis  to  do  their  work.  Therwptking|fife  is  maindUped  in  an  area  most  accessible  to  project 

personnel  using  the  filejfoddn  a  file  erdejUJiaTtesponds  to  project  tasks,  e.g.,  by  job 

\  xv'  / 

number,  task,  or  responsible  mdividuals.  The  working  file  is  retained  temporarily  by  the 


project  manager^fopeasy^me^al 
The  collection  is^then  released as  directed  by  the  project  manager. 


reproduction  of  documents  until  the  work  is  completed. 

V 


\\  . 

7.2  PfrQCEPlfl*£  V  // 


j  # 

s 


The  project  manage^  and  the  document  control  supervisor  review  the  following 
information: 

Regulatory  requirements  governing  the  work 

Contract  records  retention  and  relinquishment  requirements 
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Project  schedule  and  staffing 

Project  deliverables  and  the  volume  of  documents  estimated  to  be  generated  or 
received  by  the  project 

Document  Types  List 


2*  4F 

This  review  provides  the  following  information  that  establishearthr  scope  of  the  document 
control  system: 

Project-specific  Document  Types  List 

_  Project  individuals  responsible  for  providing  fjeTft  documents  to  the  ^document  control 
function  *  * 

Project  distribution  requirements 

Project  plan  for  relinquishment  of  con 

Manual  or  automated  project  document  control 

Project  master  file  configurati&n'(^^ 
field  documents,  library-type  documel 

\  V  £ 

Project  working  file  contents  and  file  sequence 

\  i 


required  records  to  the  client 
requirements,  if  any 
:tions^or  general  correspondence, 

~  y 


7.2.1  Incoming  Documents^ 


\ 


The  mail/reproduc^nCfunctjwn/^eS]^  date  stamPs  311  incoming  documents 


iddressed  to  HLA  personner%mcluding  telecopies).  Project- related  documents  are  delivered  to 
he  document  cofltral^^  of  telecopies  and  personal  mail  to  the  addressees 

//  \  v 

The  document  control  function  processes  the  incoming  documents  as  follows: 

<  If 

Soria.  thc*documents/ana  assembles  them  into  collections  by  project.  This  includes 
all  tel^copi^.  overnight  deliveries,  and  hand  deliveries  that  arrive  in  the  office. 

\  X/  / 

Checks  each  document  and  its  attachments  to  verify  that  it  contains  the  contents 
indicated  and  isof  adequate  quality  to  be  reproduced.  Notifies  the  project  manager 
if  there  is  a  problem  and  takes  corrective  action  to  resolve  the  problem. 


Identifies  the  project  master  file  for  the  document  (correspondence,  reports,  con 
tracts)  and  notes  it  on  the  document.  If  this  information  is  not  apparent,  the 
addressee  must  will  be  asked  to  make  a  determination. 
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Determines  the  next  document  control  file  number  for  the  project  master  file 
collection  from  the  file  number  assignment  log.  Writes  the  date  and  a  brief 
document  description  on  the  log  to  control  the  assignment  of  the  file  numbers. 

Stamps  the  document  control  file  number  on  the  original  document  and,  if  applicable, 
on  the  first  and  last  pages  of  the  attachments). 


f% 

// 


Applies  a  distribution  stamp/form  to  the  document. 

Indicates  the  distribution  on  the  distribution  stamp.  &  ^ 

/  ’Ny. 

Enters  document  information  into  the  document  coatroLfffidex  (iminual  or  automated). 

</  \\ 

Files  the  original  document  in  the  appropriate  toaster  file  collection*  iPattachments 
are  filed  in  another  project  master  file  collectifa^specifies  the  nameroFthe  other 
file  on  the  original  document.  /  / 


7.2.2  Outgoing  Pocumgpja 

The  mail/reproduction  function  receives  all  outgoing  lad  internal  project-related 


documents.  These  documents  will  be  prj 


^procedures.  In  addition,  the 


Document  Control  Number  will  be  the  last  iSmvrtdiinAesdbject  line.  The  originator  of  the 

\  \J  /^' 

outgoing  document  is  responsible  for  coordinating  ^ith  Document  Control  to  obtain  the 
Document  Control  Number  befor^^Uu^ing  the  document  into  Word  Processing.  Outgoing 

//  1 1  V 

documents  will  be  processed  ai  follows: ‘a**~**>—i.  ^ 

Documents  are>eprddu£Wl^  distribution  information 


Original  do<rtime»^an^^  copies  are  placed  in  the  outgoing  mail 

-  Renufining^copies^re  deliverer  to 


the  document  control  function 


\  I  I 

The  rinrwrrn»n*.  control  function  continues  processing  as  follows: 

/  / 

DeterminoK^he  'nex1P' document  control  file  number  for  the  project  master  file 
collection  fronwthe  file  number  assignment  log.  Writes  the  date  and  a  brief 
document  descriptions  on  the  log  to  control  the  assignment  of  the  file  numbers 


Stamps  the  document  file  number  on  the  original  document  and,  if  applicable,  on  the 
first  and  last  pages  of  the  attachment(s) 
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Files  the  original  document  in  the  appropriate  master  file  collection;  if  attachments 
are  filed  in  another  project  master  file  collection,  specifies  the  name  of  the  other 
file  on  the  original  document 


7.2.3  HLA  Retention  Policy 

The  document  control  function  is  the  custodian  of  the  closed  project  master  files  in  the 
Denver  Office.  These  files  are  maintained  according  to  HLA’s  corjjor^te  procedures  on 
retention  of  closed  project  files  (archives/retain  inventory).  ^ 
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ENVIRONMENTAL  PROGRAM  AT  ROCKY  MOUNTAIN  ARSENAL 

Page _ of 


FIELD  NOTEBOOK  CHECK  OUT  /  CHECK  IN 


Prepared  for: 

U.S.  Army  Program  Manager's  Office 

For  Rocky  Mountain  Arsenal  F,E1-D  NOTEBOOK  CUSTODY  FORM 

Aberdeen  Proving  Ground,  Maryland _ 


HARDING  LAWSON  ASSOCIATES 

ENVIRONMENTAL  PROGRAM  AT 
ROCKY  MOUNTAIN  ARSENAL 
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Job  Name _ 

Job  Number . 
Recorded  by . 


GROUND-WATER  SAMPLING  FORM 

Well  No. _ 

Well  Type:  □  Monitor  □  Extraction  □  Other _ 

Well  Material:  C3PVC  □  St  Steel  □  Other - 

Date _ _  Time  -■■■  .. 

Sampled  by  _ _ _  — - - 


««a^^^|5i^B^!s^WELtr‘PURGINffii3ss^e» 


IDBWiMgliiiaa 


Casing  OUmeaer  (D  in  »nc*e*te 

Q2Mi  Q  4-inch  O  finned  OOmer__ 

Tote  Depot  a i  Caang  (TD  In  fMt  8TOQ: _ 

IMttr  Ceeei  Depot  (W.  in  feet  STOQ: - 

Number  at  VM  Vaktmm  to  bo  purged  (#  Vote) 

□  3  d4  03  QtO  □  Otter- - 

pC^g^^T^gjLAno~N3 


□  Bailor  .  Typo:  - 

□  Submorublo  □  Centrifugte  □  Sadden  Pump  Noj. 

□  Otter  ■  Typo;  - 

□  Moor  Bottom  □Noac'topJ^OOttior - 

&  Sr 

Oeptft  in  foot  (BTOC?:^  -~^Screon  intorvoi  in  foot  (BTOQ: 

f  /V  - to - 


X  0.0408  <  * 


#  vote 

^RGERATig 

tmttei  - g  pm 


W  Cataitetod  Pagy  Vbttdie 

TctOaL  POaSE'  VOLUME* 

.  gpm  8Q**o^ 


SAUPUN&METHO 


□B— -TVl* - — S— 
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SAMPLE  DtSTCTatfnoKj  /s^WJ 


t 1  1  - 1 

^  OFFICE  COPY  0748 
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For  Rocky  Mountain  Arsenal 

Aberdeen  Proving  Ground,  Maryland 
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For  Rocky  Mountain  Arsenal 

Aberdeen  Proving  Ground,  Maryland 


Prepared  for: 
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For  Rocky  Mountain  Arsenal 

Aberdeen  Proving  Ground,  Maryland 


SOILS/SOLIDS  SAMPLE  LABEL 


1301  Penney mmSL 
Sum  200 
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Lad  10: 


Project  Name: 

Sample  Date: 

Site  Type: 

Site  Identification: 

Samplers:  (Signature) 


TIME  TAG  NO. 


Sample  Depth:  (cm)  Sample  Tecnmque: 


CONTAINER  jiJ  PRESERVATIVE/REMARKS 


fleienquafted  by:  (Signatirei 

J  £  }  1 

''V  I  I 


Refcnquohed  by:  (Signatured 

W/7 


(Signature! 

s/ 


Airbill  Number 


Laocraary  Copy 


Date/Time 


Date/ Time 


Date/ Time 


Date/ Time 


Received  by:  (Signature) 


Received  by:  (Signature) 


Received  by:  (Signature) 


Received  by:  (Signature) 


Pnaect  Office  Copy 


3509  H 


|  Prepared  for: 

U.S.  Army  Program  Manager’s  Office 

WATERS/LIQUIDS  CHAIN  OF 

For  Rocky  Mountain  Arsenal 

CUSTODY  FORM 

Aberdeen  Proving  Ground,  Maryland 

j  Prepared  for: 

'  U.S.  Army  Program  Manager’s  Office 
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OF 


RECORO  OF  ACTIVITIES  AT  DRIU.  SITE 


WELL  OR  BORING  NUMBER. 

LOCATION _ 

HYOROGEOLOGIST _ 


PROJECT  NUMBER . 


\  V/ 


\ 


X/ 
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FIELD  LOG  OF  BORING 


PROJECT: 


SHEET- 


SORING  NO. 
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PROJ.  MGR.: 


ORILLING  CONTRACTOR: 


ORILL  RIG  TYPE « 


ORILLERS  NAME’ 


SAMPLING  METHOOS: 


STARTED,  TIME  /  / 


completed,  time?  / 
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RPAOBkELEV.: 
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